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v MURANDUM FUHs  Aeting Deputy Director (Administration)

[HE Chief of Administration, LL/P
N IS Survey Kkaport of the Personnel section/Sr/admin.
T. PFHOEILIS, To re-evaluate Personnel type T/0 positicus within ' o

Tivision with 2 view toward determining:

2., “he appropriate locstion, organizationally, for the most
coconomic and efficient verformance of essentisl “ersonnel
functions, and

h. The minimum number of persounel estimated to be required
for the performence of such functions.

2. FaCTs DRARING ON THE PROBLEM.

8, This survey was limited to a brief study of the functions,
records and procedures of the Persomnel and Training Section,
©F, together with such workload data as was resdily availsble.

h., Functions are performed by five individuals on the Personnel
and Treiming Section T/0 though two of these actually work
in the Gffice, Chief Admin/SE, and report only to him, rather
than to the Chief, Personnel and Treining tection., (See
Tab & for staffing, 7/C, functions and duties.)

¢, 4 study of 57-50 apd/or SF-52 Personnel ictions for a three
month period indicated an sversge of twenty-five personnel
actione per month, twelve of which were resssignments and
five promotion actions., (!ee Tab P for details of such
sctions,

3. TISCUSS IUH.

s, The distribution of personnel functions snd duties in the
=g ivision and the menner in which they are adminisieread
differs from other Tivisions in that;

{1} Contract igents, Staff Agents, mdq 25X1C4a
are processed by an individual (with one clerk-typ &
on the T/0 of the Personnel and Training ‘ection but

reporting directly to the Chief/Admin.
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{2) A1l briefing of Contract perscxnel is performed by
one individual in Admin. (though a case officer may
sarticipate}.

(3) The PER officer function is retained by the Chief /Adnin,

(4} The functions of the Chief of Personuel and Iralning are
confined in the main to Staff Ewployee personnel only.

(5) The Division Seeurity function usually found in the
Versonnel Section is performed by the Chief/Admin.

(6) The Position Inventory Record system, in card form,
is gubstituted for in & typewritten list file,

Teb O indicates the personnel records and files malntained within
and outside the Persomnel and Training Section,

The 85 Division bas never had a field /0 ss such, in that

persomel were slotied against projects, Edict stations and

"z}oels“. This situstion will be corrected in that a current

7/0 18 being developed with an allocation of _maﬂe 25X9A2
by IB/P Adnin,

L, CONCLUSIONS.

£,

e
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25X1C4a
It is believed that the functions perteining to [IIIIEIEIEGNGEE
Steff Agents and certein of the Contrsct Agenb
functions such as reviewing the check lists, lisison with Senior
Staff Contract Officers and the Agency Contract Officer should
be performed under the cognizance of the Chief, Persomnel and
Praining,

The funciion of Personnel Evalustion Officer sbould be dnlegmted
%o the Chief, Persomne)l snd Treining in order to further consoli-
date persomnel functions snd relieve the Chief/Adwin, S of

aueh duties,

e briefing of Contract Agents can well be agsumed by case
officers with the help and advice of the Fersonuel and Training
Officers and the Finance Division of the Comptroller's Office.

411 personnel type files should be placed uvnder the aognizance
of the Chief, Persconel and Tyaining Bection, which should
secrue such benefits ss increesed utilization of clerical
nersonmel.

i Position Inventory Record system, in lieu of the present
typevritten ilst of T/O siots end incumbents, should be
installed at the earliest possible date. The Pirector of
Personnel, DD/A has indicated that technical and clericsl
cAppiteved B0 Relcade *GHASRDBPS0 08558 0 PRFG120069-3

- -



25X1A9%9a

Sanitized - Approved ™ Release : CIA-RDP60-00538A000100120009-3

the instellatlon of such records.
G, SRCOMMENDATIONS .

a. That the functions pertaining to [, SteST Agents, o5y 1C4q
snd. Contract personnel be consolidated under the Chied, Personnel
and Traiping Section.

v, That Contrect Agent briefing be performed by Case Ufficers and
Branch personnel with advice and assistence from rersonnel and
Praining Section and Finance Divislon.

¢. That all personncl files be centralised in the Pergonnel. and Traine
inr Bection, Si.

a. ‘That & Position Ifoventory Secord Card System be installed impedliately
an spprovel of the new T/O and thet the Director of Personnel be re-
anested to provide technlesl asgistance in ite inmtellstion,

e. That the FER Officer function be delegmbed to the Chief, Fersomnel
znd Training Sectlon.

©. That the new T/0 for the Fersomel and Treining Section/SE be
1imited %o no more thean three slote,.

~, 'That the functions outlined in Ted D be tentatively recopnized as func~
siong which should be placed in Personnel and Training Bection, S,

n, Thaet consideration be given to the ultimate elimination of individual
nersonnel file folders and Poaition Inventory cards he used in lieu
thereot.

4., COOSDINATION., The comments of the Chief/Admin/SE are attached as Tab E,

25X1A9a

Atbachments Assistant Hensgewent Officer, Uu/A Ares
& thru B (For the Clandestine Services)

e

Tiang Hesosrch snd Development Staflf

Persommel Office, DD/A FOIAb3b
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